
REQUESTING YOUR CHILD’S RECORDS 
(Be sure to keep a copy for your records) 

 
 

(Date) 
 
(Name of Principal) 
(School) 
(Address) 
 
Dear (Name of Principal): 
 
I am the parent of (name of student), a special education student at your school.  Please 
inform me in writing of the types and location of all past and present education records 
concerning (name of student).  Please inform me where all these records are kept and 
whom I should contact so I can review them. 
 
If you need to speak with me I can be reached at (telephone number) during working 
hours. 
 
Thank you for your assistance.  I look forward to hearing from you within ten days. 
 
Sincerely, 
 
 
(Parent’s name 
and address) 


